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COLLEGE OF LAW LIBRARY ANNUAL REPORT, 1999/2000

INTRODUCTION

(;
During 1999/2000, Edna Dixon left to pursue a Ph.D. in Information Policy at the University of
Illinois School of Library Science. We have greatly missed Edna. We hired a new catalog librarian,
Gail Spears, who most recently worked at Clemson University. Joe Morris, Our Reference
Specialist, left us to assume a librarian's position at King & Spalding. During this year, we also
hired a ReferencelDocuments Librarian, Matthew Morrison, and he resigned during the same year
to return to the University of Kentucky Law Library. Therefore, we are again searching for a new
librarian.
During 1999, the Law Library implemented GALILEO Interconnected Libraries or GIL as an
extension of the GALILEO initiative that the Governor and the General Assembly are funding. The
system is Endeavor's Voyager. The Law Library supports and maintains a web site that provides
general library information and student and faculty services, <http://law.gsu.edu/library>
The new
Law Library web pages boast several web subscriptions that were not previously available.
The university received funds to renovate space on the first floor University Center. This area will
be approximately 6,000 gross sq. ft. During the same year, the University received funds for the
American with Disabilities Act modifications in the University Center Building. The new include
an elevator on the corner of Piedmont and Collins St. This elevator will take up approximately 600
sq. feet of library space.
The library space needs remain critical, even when the 6,000 sq.ft.
renovation occurs.
The Annual Reports from the five library faculty members, Rhea Ballard-Thrower (Associate
Librarian), Gail Spears (Catalog Librarian), Karen Douglas (Acquisitions/Serials Librarian),
Terrance Manion (Electronic Services Librarian), Suzanne Mucklow (Public Services Librarian)
detail the work of their departments.

ADMINISTRATIVE

AND PERSONNEL

The attached organization chart reflects the administrative structure of the Law Library (see the
appendix). The library staffing includes 7 librarians, 8 full-time staff members, 3 F.T.E. part-time
staff members, and approximately 4 FTE student assistants.
Several staff members received
promotions reflecting the complexity of their work.
Librarians
Name
Nancy Johnson
Rhea Ballard-Thrower
Karen Douglas

Position
Law LibrarianIProfessor of Law
Associate Librarian/Librarian III
Acquisitions/Serials Librarian/Librarian II

Terrance Manion
Gail Spears
Suzanne Mucklow
vacant

Electronic Services LibrarianlLibrarian I
Catalog Librarian/Librarian I
Public Services Librarian/Librarian II
ReferencelDocurnents Librarian

Staff Members
Name
Baruti Kmt
Beth Bercaw
Keith Hill
Luz Wright
Andrew Peck
Juanita Wheeler
Nebijou Desalegn
Pamela Willis
Sherri Grady
Benjamin Daughtery
Dee Walraven
Yolanda Travis
Hansi Gandi

Position
PC Systems Spec. -Asst.(.5 FTE)
Library Assistant IIIAcq/Serials (.5 FTE)
Administrative Supervisor II(Circulation)
Library Technical Assistant (Acquisitions/Serials)
LTA (Circulation)
Library Associate I (Stacks)
LTA (Circulation)
Library Associate II (Cataloger)
Library Associate I (Accounting/Serials)
Library Assistant II(.75 FTE) (Circ.)
Admin. Spec. (.75 FTE)
PC Systems Spec. Assoc. (MicrolLab)
LTA (.5) Ref.

LIBRARY HOURS AND USERS
For the preceding twelve months, 203,045 visits were recorded. This figure translates into 16,920
visits per month. Beyond serving the students and faculty, the Library is open to attorneys and
members of the legal community. According to our attorney database, attorneys used the Library
on more than 6,982 occasions during the year. This statistic has remained constant. The library is
open 105 hours per week or 5,355 hours per year, with some variation in the schedule for university
breaks.

SERVICES
The Reference Librarians provide a total of76 hours of reference desk service each week. With the
help of our GRA' s and Reference Librarians, we provide reference assistance during every weekend.
The librarians answered a total of 5,883 questions during the year.
We assign each faculty member a library liaison. This librarian is in charge of all research requests,
including interlibrary loans, for the faculty member. Interlibrary loans, both borrowing and lending,
continue to be a valuable service for our faculty, students and the entire library community.
2

,,

Throughout the year, the library staff displayed various exhibits highlighting the works of guest
speakers and faculty members. The librarians and staff stress high quality customer service. Within
the Law Library, we have an extensive Staff Development program with monthly meetings and
special events.
Since July 1, 1998, the Police Department secured permanent funding for a law library security
guard. This guard monitors the library from 1:00 p.m. - 11 :00 p.m. and the weekends.
TECHNOLOGY
Although most of our first year students own a computer, the computer lab remains a very busy
place. Our eighteen computers are in constant use. Our students continue to access WESTLA W
and LEXIS both at home and in our computer lab. Their usage of the computer assisted legal
research totaled 14,607 hours. The usage of LEXIS is one-third that of WESTLA W.
The
librarians and staff use the wealth of information available on the Internet. During the year, we
converted all "file folder" reserves into an electronic format. Professors' exams were previously
converted to electronic format. E-Reserves are very popular.
During the Fall 2000 term, the university will charge students $75/semester for a technology fee.
We have written several proposals to request use of this fee for library-related technology.

LIBRARY COLLECTION
The following figures summarize the size of the collection as reported to the ABA in Fall, 1998:
VOLUMES
TITLES ..··..··
MICROFORM REELS
MICROFICHE

145,617
51,180
5,646
618,029

MICRO, VOL. EQUIVALENTS ..... 103,005
SERIAL SUBSCRIPTIONS
AUDIONIDEO
CD-ROM TITLES

.3,550
1,047
0
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ABA Law Library Statistics
Southeastern Academic Law Libraries
1998 Comparative Statistics of Thirty-Nine Law Libraries
(latest comparative statistics available)
AL, FL, GA, KY, LA, MS, NC, SC, TN, VA WV

I
GSU Law Library

Rank

Median

Book titles held

48,896

18/39

47,123

Serial subscriptions

$601,692

20/39

$604,559

Online databases

$55,290

18/39

$54,585

Treatise acquisitions

$60,045

28/39

$99,438

Total expenditures
for lib. operations
other than salaries

$815,512

24/39

$963,338

Total expenditures

$1,614,738

23/39

$1,712,437

As a selective depository for Government Printing Office (GPO) documents, we currently receive
5.11 % of the materials available from GPO. This percentage translates into 608 titles.

BUDGET
Again this year, we have made substantial progress in the permanent funding of the law library's
acquisitions budget. Additional permanent funding ($20,000) was added to the law library's
acquisitions budget for FY2000 resulting in a total permanent funding of $700,000.
Library Acquisitions Budget
Continuing Funding

One-Time Funding

FY 1994

400,000

98,618

FY 1995

440,000

219,612

FY 1996

505,000

152,452

FY 1997

581,000

109,987

4
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FY 1998

656,000

6,552

FY 1999

681,000

40,860

FY 2000

701,000

8
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1999/00 GOALS

I.

Renovate 6,000 sq. ft. on the first floor on Collins Street.

2.

Throughout the Law Library, we will continue to implement the Voyager library system.

3.

The Catalog Department will dismantle the shelflist; continue clean up of the database; and
continue the verification of 856s.

4.

The Reference Department will update the Faculty Bibliography, train the faculty on Internet
legal resources, train the law school staff on Lexis, Westlaw and Internet legal resources,
provide the contents for the Reference Section of the Law Library's Intranet, update the
States' Bibliography, and help the Acquisitions Department in completing the bindery
project.

5.

Reorganize technical services work flow for the new system.

6.

Reorganize technical services space to make better use of work stations.

7.

Successfully obtain funds from the technology fee to update equipment, expand the computer
lab, network the carrels and other technology projects.

5

ACQUISITIONS/SERIALS

Acquisitions/Serials

ANNUAL REPORT 1999

Projects

The migration from the Pals automated system to the Endeavor Voyager system in
February, 1999, had a major impact on the Acquisitions/Serials Department. We began
a data entry project which included recreating check-in records, purchase orders and
vendor records for all material we order and receive in the library. None of the data in
our serials check-in or acquisitions accounting system migrated over from our old
system. We had to enter the data from scratch. We did have printouts from the Pals
system of our check-in records and vendor records that we were able to refer to for
assistance. For the majority of the time, I was the only person creating check-in
records. The serials check-in assistant was trying to keep up with incoming materials.
In July, 1999 we got an additional half-time person to help with serials check-in. She
also helped create purchase orders which were necessary before check-in records
could be created. In August, our full-time serials check-in person left, leaving me again
as the only one creating check-in records. We hired a replacement for her in October,
1999. This data entry project has taken much longer than was anticipated because of
the lack of staff assistance and the state of the records we were working with. Many
problems with receipt of materials and bibliographic records were discovered during the
data entry process. This slowed down the data entry process since these problems had
to be resolved as they were encountered. The data entry project is still ongoing. It is
hoped that we can finish by the end of the fiscal year.
The new automated system has created some major changes in workflow. We are now
exporting bibliographic records from OCLC and downloading them into the Voyager
system as materials are ordered. This required extensive training in OCLC for the
acquisitions assistant. This has cut down on work for the Catalog Dept. With the new
system, the gap between the Acquisitions/Serials and Catalog departments is
narrowing and we have had to become more knowledgeable about some cataloging
functions. Our workflow is evolving with more changes expected as we gain the
capability to print labels for items that have been checked in. Procedures are being
updated on a weekly, sometimes daily, basis.
In addition to a new library automated system, the university also introduced the
Spectrum financial system which impacts on how our invoices are paid and our
expenditures are reported. Both Sherri Grady and I have had extensive training on
accessing budget information and reports form the system. However there have been a
lot of problems with the system. There has been a large discrepancy between the
figures Sherri has about the invoices that have been submitted for payment and the
figures which appear in the Spectrum reports. We hope these problems will be resolved
soon.

Personnel
Julie Colgan, Library Technical Assistant for Serials/ Government Documents left in
August, 1999 to accept another position outside the university. She was replaced in
October, 1999 by Luz Wright, a former Pullen employee.
In July, 1999 an additional half-time position was added to Acquisitions/Serials. Beth
Bercaw, who formerly worked in Public Services doing outreach and photocopying,
assumed the position of Library Ass't III for serials check-in. This position has allowed
the full-time serials specialist to spend time adding check-in records into the system and
dealing with more complex serials.
Sherri Grady and Julie Colgan attended advanced acquisitions training sessions offered
by Endeavor to enhance their capabilities in using the acquisitions module.
Karen Douglas attended the following courses and workshops:
Advanced Acquisitions training -Endeavor Voyager
Spectrum Financial Automated system training
Serials and Acquisitions workshops/pre-conferences
Meeting, 1999

at the Voyager User's Group

"Advancing Acquisitions: Services, Standards and Skills" pre-conference at American
Library Association Annual Meeting, New Orleans, LA 1999
"Basic Legal Reference Institute" pre-conference at AALL annual meeting, Washington,
DC, 1999.

Karen Douglas attended the following professional conferences:
GIL Users Group Meeting - June, 1999 Cochran, GA
American Library Association - June, 1999 New Orleans, LA
American Association of Law Libraries - July, 1999 Washington, DC
Statistics
During FY 99, the following amounts were spent:
Audio-visual
Binding
Microforms
Monographs

$

184.00
13,912.00
9305.00
73,000.00

Continuations

334,197.62

A copy of the statistical report covering receipts of government documents and regular
microfilm and microfiche for 1999/00 prepared by Luz Wright is included with this
report.
Goals for 2000
Complete data entry and finalize work flow changes resulting from Voyager migration.
Redesign Technical Services Dept.
Create and implement

Weeding and Retention Policy for collection.

Revamp bindery procedures and create and implement binding frequency policy.

MEDIA CENTER
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CATALOGING DEPARTMENT
1999 ANNUAL REPORT
Gail A. Spears
February 2000
As the Cataloging Librarian I have the responsibility of maintaining the Library's online
catalog database. Here below is a summary of the department's activities for 1999.
DEPARTMENTAL ACTIVITIES:
Departmental personnel;
The department is staffed by Gail A. Spears, Librarian I; Pam Willis, Library
Associate II and the physical processor, student assistant, Tiana Rouse.
Equipment and software:
VOYAGER online Library system. The Law Library shares the OPAC with the
main university Library. We have already gone through one upgrade, 99.1 and another
will take place later in 2000 with changes to Cataloging.
Cataloging activity:
Since the launch of the VOYAGER system the Cataloging Department has
continued to clean up the online catalog database and other catalog maintenance
activities. Policies and procedures are being revised to compliment the new system.
The Cataloging Department is working to ensure backlog manageability.
Cataloging department projects:
With the inception of the new system has come problems and issues that are now
fueling projects within the Cataloging Department. Some of these projects will involve
all three personnel in the department. One of the main projects will be the dismantling of
the departments shelflist. This project could last for a year or more depending on the
circumstances surrounding dismantling the shelflist.
Departmental goals (or 2000.
• Dismantling of shelflist
• Continuing clean up of the database
• Verification of 856s; continuation of project by previous Catalog Librarian

CATALOGING

STATISTICS

FOR 1999

Titles cataloged:
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Print
Jan
Feb
Mar
Apr
May
June
July
Aug
Sep
Oct
Nov
Dec

Mfche Mflm Audio Video Computer

286
214
148
207
156
226
110
144
169
233
258
147

Other

Total

286
214
155
207
156
226
110
144
169
234
259
147
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TOTAL

2307
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Total
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Volumes cataloged:
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Print
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Sep
Oct
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Dec

Mfche Mflm Audio Video Computer

318
217
183
212
158
240
120
163
218
194
203
140

9

5

it
it

TOTAL

t
a
t
t
t
~

~.
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Volumes added:
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318
217
192
212
158
240
120
163
218
199
203
140

Print
Jan
Feb
Mar
Apr
May
June
July
Aug

272
258
269
429
201

Mfche Mflm Audio Video Computer
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Other

Total

272
258
269
434
201
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Sep
Oct
Nov
Dec

265
337
296
175

265
337

TOTAL
Titles withdrawn: (all formats)
Jan
Feb
Mar
Apr
May
June
July
Aug
Sep
Oct
Nov
Dec
Total

13
1
2
63
56
1

,

~

66
51
14
7
,

~

280

Volumes withdrawn: (all fromats)
Jan
102
Feb
72
Mar
108
Apr
205
May 189
June 143
July
126
Aug 511
Sep
334
Oct
263
Nov
141
Dec
54
TOTAL

2248

Titles re-cataloged:
Mono Serial
Jan
10
Feb
Mar
Apr
4
6
,
May ~
11
June 8
5

296
175
3280

July

1

Aug
Sep
Oct
Nov
1
Dec
TOTAL
17
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Georgia State University College of Law Library
Public Services Annual Report
1999
Introduction:
The Public Services Department consists of the Circulation Department and the Public
Services Librarian.
The Circulation Department ensures that the Law Library is open 105 hours per week.
This department opens and closes the Law Library, answers incoming telephone calls, checks
books out to patrons, discharges books, collects patron fines, handles both student and faculty
requests for interlibrary loan materials and maintains circulation and interlibrary loan statistics.
Furthermore, the Circulation Department is responsible for maintaining the Law Library's print
and electronic reserves collections. The department is staffed by three full-time employees, one
.75 employee and five work study or regular student·assistants.
The Public Services Librarian is responsible for overseeing the Circulation Department
and for hiring, training supervising, evaluating and terminatingIas needed) the employees of that
department. Additionally, the Public Services Librarian provides reference and research services .
to law faculty, students, attorneys and other library patrons during day and assigned evening
hours. She also teaches a Legal Bibliography course to incoming, first-year law students,
provides instruction in the use of electronic resources and lectures on legal research to. various
GSU and Atlanta-area classes. The Public Services Librarian also develops research guides and
projects .

.Circulation:
Review of 1999 Goals:
During 1999, the Circulation Department completed the following special projects:
•

prepare and implement training for the migration from PALS to the new
Endeavor, internet-based GIL library system;
Done. In mid-February 1999, the library successfully migrated to GIL.
•

review circulation policies and procedures in light of migration to the new
Endeavor, internet-based GIL library system;

Done.
•

implement an in-house electronic reserve system to replace the paper file reserve
system;
Done. The move from paper to electronic reserves occurred just prior to the start of the

1999-2000 academic year. Despite afew glitches, the system has been tremendously
successful and popular with students and faculty.
•
review and revise job descriptions in light of changes in the department;
Done. The department's library assistant positions were changed to library technical
assistant posts due to the changes in the reserve system associated with G1L, the new
electronic reserves system and new 1LL-ME software use.
•

develop more effective methods of communication between the College of Law
faculty and the Circulation Department staff in order to have reserves functions
operate more efficiently;
This project is continuing. Currently, either the Public Services Librarian or the
Electronic Services Librarian is the contact point for faculty with reserves questions.
Once the Library Technical Assistant for Reserves becomes more familiar with the G1L
and e-reserves systems, faculty will be encouraged to direct their questions to him. 1n
conjunction with that, a generic "RESERVES" Groupwise account might also facilitate
reserves communications like the 1LL Groupwise account has helped in interlibrary loan
communication as noted in the next paragraph.
•

develop more effective means of communication between local, Atlanta-area law
firms and the department's interlibrary loan staff;
Done. A generic Groupwisemail account was set up under the name "ILL" and has
enhanced communication between the Circulation Department and local law firm and
other borrowers.
•

examine the possibility of becoming a fee-based, document delivery service to
local law firms;
Done. 1n conjunction with the migration from PALS to the GIL system, local law firm
borrowers are now assessed overdue fees andjinesfor failure to return items. Although
we do not currently charge for lending our materials, the assessment of library jines for
these patrons has allowed us to better track overdues and to block check out for those
borrowers who owe us materials or large jines.
•
implement a more efficient means of delivery for interlibrary loan copy requests;
Under the direction of theformer Administrative Supervisor for Circulation, the Law
Library's 1LL system was reworked to implement 1LL ME software and various methods
of organizing ALA borrowing forms received from local law firms. As a result, statistics
are up by a significant amount over 1998. See the "Activities in 1999" section infra for
details.
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•

move all facets of the Circulation Department's operations to automation
wherever possible.
This project is continuing. The public alcove has been equipped with electronic book
search and ILL request sheets; however, these sheets are not yet available from the Law
Library's main web pages, but it's anticipated that they may be made available on the

web-site soon. The Electronic Services Librarian has plans for Law Library intranet
pages which, it is anticipated, with likely streamline circulation operations.
Activities in 1999:
Accurate statistics on how many patrons used the Law Library during 1999 are
unavailable because the door count mechanism was inoperative for over 2 months during this
time frame. However, statistics that are available indicate that over 135,000 individuals visited
the library during the year.
In 1999,11,091 patrons checked out materials from the Law Library. Of this total, 7,191
were law students (a 21 % decrease from 1998) and 791 were law faculty (an increase of 17% in
law faculty patrons from 1998). Of the items circulated, 4,861 were standard circulating items,
1,429 were 3-hour reserve materials and 4,439 were study room keys.
Regarding the increase in study room key checkouts, law library policies including the
study room policies were reevaluated and rewritten during 1998 and early 1999. As such, new
study room rules are in effect and have streamlined room access problems and record-keeping.
Previously, efforts to monitor study room usage, overdue keys, etc. were problematic .
. The marked decrease in law student borrowing and the decreased circulation of reserve
materials is surely due to the recent migration of the paper reserve collection to electronic form •
. Prior to the Fall 1999 semester, all paper reserve files became obsolete after they were scanned
into the new electronic reserve system. Students.no longer check out paper reserve files from
circulation; rather, they access the scanned images over theInternet by way of their social
security number. Although statistics for e-reserves are incomplete, between the period oflate
November 1999 and early February 2000, the system had received 1,176 "hits." Since students
no longer need to interact with the circulation desk in order to view these reserve materials, it is
not unusual to see a decrease in law student usage of the library in 1999 or a decrease in reserve
materials circulation.
The Law Library handled 252 interlibrary loan requests from local, Atlanta-area law firm
libraries. The Law Library also filled 537 interlibrary loan requests made by other institutions
through the OCLC system. Of this number, 185 requests were for copies of journal articles and
352 were for book loans. Through DCLC, the Law Library lodged requests to borrow 170 items.
134 of these requests were filled by way of 69 copies from journals and 65 book loans. Numbers
on OCLC interlibrary loan are up significantly from 1998 which is likely due to the overhaul and
evaluation of the former ILL system during David Horton's tenure as Administrative Supervisor
for Circulation. Since the revamp of the former system, ILL processes have become much more
streamlined.
Staffing:
David Horton left his position as Administrative Supervisor for Circulation in June 1999.
Keith Hill was hired in September 1999 to replace him. Andrew Peck was promoted to Library
Technical Assistant and assumed the responsibilities associated with Interlibrary Loan at that
time. Benjamin Walker was hired in September 1999 to replace Todd Cherkis, a .75 part-time

------------------------------------.
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Library Assistant charged with handling faculty copy requests. Another employment change to
note, in early 2000, Nebiyou Desalegn was hired to replace Avril Lawrence as the Library
Technical Assistant responsible for the library's print and electronic reserves.
Goalsfor 2000:
•

Prepare and train circulation and other library staff for anticipated changes to the
circulation module and OPAC that will come with the Voyager 2000 system upgrade;

•

Continue cross-training with other library departments so that desk attendants who are
available may assist other departments with their projects;

•

Continue to update the Circulation Manual for changes in policies, procedures, etc.;

•

Work with the Public Services Librarian on reviewing the current print and electronic
reserves collections;

•

Work with the Electronic Services Librarian on creating accurate intranet web-pages that
reflect circulation policies, procedures, schedules, etc.;

•

Create a Directory of Services within the, Urban Life Building so that visitors may be
given accurate referral information from the Circulation Desk;

•

Arrange to get the law library book drop repainted so that it is more identifiable;

•

Evaluate current circulation operations to determine how activities may be streamlined;

•

Create a student "work space" for assigned projects and special tasks.

Public Services:
Review of Goals for 1999:
•
Continue reorganizing the Circulation Department so that: reserve records are
accurate; the possibility of charging fees for interlibrary loan/document delivery
services can be assessed; and the department is in shape to handle the migration to
the new Endeavor library system.
Done. The Law Library (along with other GSU libraries) migrated successfully to the
new GIL library system in mid-February 1999. Reserve records were reviewed and
cleaned up to prepare for the migration and the move to electronic reserves.
•

Review Stacks Maintenance procedures, updating as necessary, to see how the
new library system will affect work flow and so procedures will be absolutely
accurate when requested for posting to the Law Library's intranet;
In 1999, the law librarians agreed that the Stacks Maintenance Department would be

----------------------------------better served by reporting to the Associate Director. Please see the Associate Director's
Annual Report for details regarding the Stacks Maintenance Department's progress in
1999.

•

Thoroughly review and post library policies (re: Internet access, electronics usage,
food and drink, etc.) inside the library and on the library's web pages;

Done.
•

Organize and plan sessions for the College of Law Library and other college staff
on the basics of legal research;
An introduction to Legal Research Basics was presented to the Circulation Department
staff in 1999 since they often are asked reference questions when reference staff are not
available. As an aside, the Public Services Librarian and the Associate Director have
plans to present a session to other College of Law staff as well as provide Lexis and
Westlaw training opportunities in the near future.
•
Web Legal Bibliography class;
Done. The Public Services Librarian's Legal Bibliography course website was created
and in place in time for the Fall 1999 semester.
•

Build web-site and compile bibliography as part of the Transnational Comparative.
Dispute Resolution program in Linz, Austria;
Done. The web-site was built during the Summer 1999 international program and
resides on the College of Law's server to date. As there have been recent changes and
are indications of other changes to that program, it is likely that the webpages will need
revision sometime soon. The Electronic Services Librarian has expressed an interest in
handling any needed revisions.
•

Hold "JUMP" sessions for graduating law students and students holding summer
associate positions on the do's and don'ts of legal research in a law firm;
Two JUMP sessions were held during in April 1999 as part of the College's Law Week
activities. Several interested students attended both of the 1999 sessions. As an aside,
there were not as many attendees for JUMP during Law Week 2000 which is likely due to
poor advertising and scheduling. The program will be reworked in 2001 so that the word
gets out to all of those who might be interested.
•

Oversee the development of an electronic reserves system and introduce law
faculty to proposed changes to the reserves system;
In April 1999, the law faculty were first introduced to electronic reserves at afaculty
"picnic" held in the 4,hfloor faculty conference room. In August 1999, all paper reserve
materials were scanned into electronic reserves and made available to law students and
faculty. Despite a few snags, this program has been very popular and highly successful.
•

Complete journal article on constitutional issues of implementing internetfiltering software; and,

.
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This writing project has been abandoned infavor of possible Law Library and College of
Law related writing opportunities.
•
Get involved in local and national law library associations.
The Public Services Librarian is member-at-large of the local Atlanta Law Libraries
Associationfor 2000-2001 and has also volunteered to serve in some capacity on a
committee of the Academic Law Libraries Special Interest Section of the American
Association of Law Libraries.
Staffing:
Suzanne Mucklow has served as the College of Law Library's Public Services Librarian
since mid-September 1998.
Goals for 2000:
•

Thoroughly examine Law Library reserves to: insure reserves records are accurate in both
the GIL and electronic reserves system; verify that the library is compliant with copyright
guidelines and create a detailed manual on handling reserve materials in whatever form
they are presented to the Law Library. In conjunction with this goal, conduct exhaustive
training with the LTA for reserves and the Circulation Supervisor so that the system may
be tumedover completely;

•

Rework and correct GSU faculty patron records to more accurately reflect current
circulation policies. This may require a complete examination of the law library
patron/item matrix;

•

Organize and plan sessions with the Associate Director for College of Law staff on the
basics of legal research, Westlaw, Lexis and Internet tools;

•

Write an article for publication in a professional journal. Professor Doug Yam has
suggested compiling a bibliography on arbitrator ethics for publication in the first issue of
the new CNCRjoumal;

•

Work with the Administrative Supervisor for Circulation on preparing and training
library staff for anticipated changes to the circulation module and OPAC that come with
the Voyager 2000 system upgrade;

•

Get involved in local and national law library associations. The Public Services Librarian
will serve as Member-at-Large of the Atlanta Law Libraries Association during 2000200 I and has volunteered to assist in activities of the national association;

•

Continue to be involved with the academic community. The Public Services Librarian
has taken on the duties of program coordinator for the College of Law's Summer Skills
Program and is currently serving on the state-wide GIL OPAC committee.
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1999-00 Reference Annual Report
Rhea Ballard- Thrower, Associate Librarian
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College of Law Library

May 2000

As Associate Librarian, I am responsible for coordinating reference department activities,
stacks maintenance and staff development. The following is an overview of what was
accomplished during 1999.
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Reference answered a total of 5883 questions
for 1999. September was the busiest month
for questions with a total of 713 questions.
Of the total number of question answered
approximately 83% were for research
assistance .
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Graduate Research Assistants and the Reference Specialist
Once again, the Law Library was assisted by four wonderful GRAs. SamiraJones and David
Isaac worked during the week, while Marina Markarian and Michael Carestia worked
Saturdays and Sundays. For 1999, the weekend GRAs answered a total of 549 questions.
In addition to the GRAs, Hansi Ghandi was hired as the Library's new Reference Specialist.
Hansi works 20 hours per week. (joe Morris, who previously held the position, left GSU to
take a librarian position with the law library at King & Spalding.)

Reference Project
For 1999, the Reference Department compiled the 1999 update to the GSU College of Law
Faculty Bibliography. In addition, Reference updated the Law Library Guide and added 50
URLs to the Web OPAC display .

Intern
For 1999, the library had two student interns from Clark Atlanta University School of
Library and Information Studies - Cathy Carpenter and Beverly Hall.
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Stacks Maintenance
In the middle of the year, the supervision of stacks maintenance was shifted to the Associate
Librarian. (See attached report from Stacks Maintenance.)

Staff Development
For 1999-00, I coordinated the following staff activities: Job Reorganization with Linda Bryant
and a tour of the Fulton County Courts Center. Also, the staff agreed, once again, to
participate in Project Healthy Grandparents' Adopt-a-Family Program. The staff selected a
family and gave them Christmas gifts.

III)

1999--2000 C;oah

If)

For 1999-00, the Reference Department will: update the Faculty Bibliography, train the
faculty on Internet legal resources, train the law school staff on Lexis, Westlaw and Internet
legal resources, provide the contents for the Reference Section of the Law Library's Intranet,
update the States' Bibliography and assist the Acquisitions Department in completing the
bindery project.
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May 26, 2000
To: Nancy Johnson, Director of Law Library, Rhea Ballard-Thrower, Associate Director of Law
Library
From: Juanita M. Wheeler, Library Associate I for Stacks Maintenance Department

This is what we did in the stacks maintenance department for the year 1999/2000
first and foremost we shelved all books for the entire library.

We categorized the legal loose

leafs into the following nine categories:
1. CCH ( COMMERCE CLEARING HOUSE)
2. GEORGIA
3. REFERENCE& RESERVE
4. BNA (BUREAU OF NATIONAL AFFAIRS)
5. RIA( RESEARCH INSTITUTE OF AMERICA)
6. STATE MATERIALS
7. INTERNATIONAL
8. MATTHEW BENDER
9. MISCELLANEOUS
total number ofloose leaf CCH loose leafs that wer filed: 1.345
total number of GEORGIA loose leafs that wer filed: 106
total number of REFERENCE and RESERVE loose leafs that were filed: 100
total number of BNA loose leafs that were filed: 252
total number of RIA loose leafs that wer filed: 221
total number of STATE loose leafs that were filed: 63
total number of INTERNATIONAL loose leafs that wer filed: 174
total number of MATTHEW BENDER loose leafs that were filed: 131

I
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total number of MISCELLANEOUS loose leafs that were filed: 705

'

~

We completed two shelf reading projects. The first one was in February 2000 and the second one

11ft
11ft

was this month. The February shelf reading involved the whole library whereas the May shelf

~
~

reading involved the upper level and we were targeting areas that needed to be shifted nay
materials for weeding and that need to be sent tot he bindery. Other projects that were done were

~

."

we had to do major shifts to rows 105-110 due to loss of space. At the present, we have four

~

student assistants for stack maintenance and three out of the four are doing stacks and the desk.
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Computer classes that I have taken and completed are Power point.
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POSITION
TITLE:

DESCRIPTION

Law Librarian

PURPOSE AND SCOPE OF POSITION:
Overall responsibility for
administration of Law Library and plannning for
its continued growth and development
RESPONSIBLE

TO:

Dean, College

of Law

SUPERVISES:

Staff of six professional librarians
Administrative Specialist.
Oversees
staff, and student assistants

DUTIES:

Administers

and one
support

all Law Library operations

Plans for the continued growth and development
of the library's collections and services,
including collection development,. personnel
management, space planning, and the implementation
of new technologies
Teaches Legal Bibliography
Legal Research

course and Advanced

Works with faculty, law school administration,
students, the practicing bar, and University
librarians on matters of concern to the law
library
QUALIFICATIONS:

Revised

JD; MLS; substantial administrative
experience in an academic law library; evidence of
ability to meet the standards of research,
pUblication, and professional service that would
lead to tenure

05/30/00
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POSITION

DESCRIPTION

~
~
~

TITLE:

ACquisitions/Serials

DEPARTMENT:

Acquisitions/Serials

~I

Librarian

~

PURPOSE AND SCOPE OF POSITION:
To oversee acquisitions and
serials control functions; to establish policies
and procedures and evaluate the effectiveness and
efficiency of the workflow of the unit

~

RESPONSIBLE

~

•
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TO:

Law Librarian

SUPERVISES:

Library Associate I (Acquisitions/Bindery);
Library Technical Assistant (Serials/Government
Documents); Library Assistant III - ~ time
(Serials Check-in)

DUTIES:

Oversees all acquisitions activities, including
pre-order searching, selecting vendors, placing
orders, processing invoices, and fund accounting
Oversees all serials control activities, including
check-in, routing, claiming and binding, and
processing of depository government documents
Implementing and maintenance of the acquisitions
module of the Endeavor Voyager online system
Hires, trains, supervises, evaluates,
disciplines, and terminates staff.
Handles
other personnel matters
Monitors workflow

and production

Resolves problems in the acquisition and
accounting and serials control of library
materials
Acts as liaison with the University's Accounts
Payable department, other library staff,
pUblishers and vendors, concerning matters within
scope of position
Monitors library materials budget, prepares
appropriate reports and keeps statistics
Oversees the receipt of gift materials
Plans and designs space and equipment
for acquisitions/serials unit
Staffs the Reference

Desk as needed

Performs other duties as assigned

requirements

�
~,
�

QUALIFICATIONS:

~
~
~
~
~
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MLS; relevant library experience in one or
more areas of technical services; supervisory
experience; evidence of ability to meet standards
of research, publication, and professional service
that would lead to promotion.
Law library
experience or familiarity with legal materials
preferred.
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Title:

Electronic Services LibrarianlNon- Tenure Track Faculty

!!!!It

Responsible To:

Law Librarian
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POSITION DESCRIPTION

Purpose and Scope
of Position:
Coordinates computing services and applications in the law library;
manages Computer Lab; provides reference service, Law Library
Web Master.
Supervises:

PC Systems Specialist - Associate and PC Systems Specialist Assistant (.5 FTE)

Duties:

Coordinates all aspects of computer lab operations, including
establishing policies and procedures for daily operations and
providing training.
Supervises staff assigned to computer lab/media center, including
hiring, scheduling, training, evaluating, and terminating personnel.
Coordinates Westlaw and Lexis training for law faculty and
students. Serves as principle contact for Westlaw and Lexis on
behalf of the College of Law. Teaches individual and group
sessions on Westlaw, Lexis, and other computerized legal research
systems.
Coordinates the implementation of new technologies and electronic
services in the law library. Webmaster for the Law Library.
Provides general reference service to law students, faculty,
attomeys, and other library patrons.
Trains faculty and librarians on Internet research services.

ill

Coordinates electronic services with law school computing staff.

fa
fa

Implements new library automation system, Endeavor.

••
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Assists the Law Librarian with planning goals and objectives for
implementation of new technologies in the law library .

I
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Leads library tours and conducts library orientation sessions .
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Writes instructional

guides for use by library patrons.

Performs other duties as assigned .
Qualifications:

05/30/00

MLS; two years law library experience or JD. Experienced with
personal computers,
Internet, and legal databases.
Excellent
interpersonal and communication
skills. Evidence of ability to
meet standards of research, publication, and professional service
that would lead to promotion. Supervisory experience preferred.
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TITLE:

Catalog Librarian

DEPARTMENT:

Technical Services

DESCRlPTION

PURPOSE AND SCOPE OF POSITION:
To create original catalog
records and to monitor the quality of all catalog and holdings records: to
establish policies and procedures and evaluate the effectiveness and efficiency
of the workflow of the cataloging unit
RESPONSIBLE TO:

Law Librarian

SUPERVISES: Library Associate (Cataloging)
DUTIES:

Creating original cataloging records
Performing difficult copy cataloging, induding
audio-visual formats

materials in microform or

Overseeing cataloging of library materials
Monitoring quality of all catalog and holdings records in Voyager
Performing catalog maintenance on the online catalog
Hiring, training. supervising. evaluating. and motivating
and handling other personnel matters as necessary

and terminatinp;

staff,

Acting as liaison with SOLINET/OCLC, and other vendors as needed
regarding products and services; and with Pullen Library and other GSU
departments as appropriate
Coordinating workflow of catalog unit
Planning and designing space and equipment requirements for catalog unit
Staffing reference desk one evening per week
Performing other duties as assigned
QUALIFICATIONS:

MLS; relevant library experience in one or more areas of
technical services; supervisory experience; evidence of ability to meet standards
of research, publication, and professional service that would lead to tenure in
the University Library faculty. Law library experience or familiarity with legal
materials preferred.

Revised 05/30/00
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POSITION

DESCRIPTION

~
~

TITLE:

Administrative
(3/4 time)

Specialist

- Administrative

~
~
~
~
~
~
~

PURPOSE AND SCOPE OF POSITION:
To administer library budget,
coordinate all personnel actions, maintain all
personnel files (faculty, staff and student
assistants) and keep current personnel and
University forms, monitor supplies, provide
clerical support to Librarians and Head Librarian
and act as administrative liaison with University
departments and outside vendors
RESPONSIBLE

TO:

Law Librarian

~
~

SUPERVISES:

Not applicable

~

DUTIES:

Monitors monthly budget status reports, prepares
other bUdget status reports, maintains current
fiscal year bUdget files and prepares budget
amendments. Responsible for all Law Library
Spectrum input and processes, departmental reports
and initiating workflow approval.
Also monitors
departmental expenditures and use of departmental
purchase card and maintains purchase log.

~
~
~
~
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Coordinates all personnel actions, prepares
personnel forms, and keeps informed of personnel
and payroll policies and procedures; maintains and
updates staff and librarian personnel files,
prepares staff and student assistant timesheets,
and maintains current fiscal year files on student
assistant and staff timesheets
Requests repairs, maintenance and improvements
from Physical Plant, Telecommunications, and other
departments as necessary; prepares payment
requests for vendor invoices, obtains quotes and
prepares orders with outside vendors, including
pickup, if necessary
Maintains supplies, handles petty cash requests
and reimbursements, and prepares purchase
requisitions for maintenance contracts, equipment
purchases, non-inventory items and SUbscriptions
and continuations
Prepares travel requests,
registrations forms

expense

statements,

and

Maintains updated Board of Regents files (FID) on
Law Library faculty, prepares faculty recruitment
and hiring forms, performs mainframe input for

newly hired faculty and responsible for certain
faculty and/or staff information that must remain
confidential
Maintains library statistics spreadsheets for all
departments, and student assistant payroll
statistics
Maintains and updates database of names of library
patrons for donations to Law Library Fund and fund
raising campaigns.
Coordinates mail-out projects
and receipt of donations.

e
'"!If

......
.......
..
.'..

Provides typing and clerical support for Head
Librarian.
Occasionally provides typing and
clerical support for other librarians and library
staff

I!f

Responsible for recording, preparing, and
distributing minutes of Library staff meetings
various ad hoc committees

III'
if

and

Provides, updates and/or obtains departmental
signage, internal forms, and provides and updates
shelf signage for library collection
Makes arrangements
functions

if

Does photocopying

for Law Library meetings
and binding

and

as needed

Performs other duties as assigned
QUALIFICATIONS:

4

1

OS/26/00

Excellent organizational and interpersonal
skills; two years office experience; familiarity
with word processing and spreadsheet systems;
ability to work closely with all members of the
Law Library staff and all other University
departments - administrative and academic.
Two
years college; bUdget experience preferred.
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POSITION
Title:

Library Technical

Department:

Public Services

Purpose and Scope
of Position:
Provides reference
Responsible

f

service

Law Librarian

Duties:

Provides general reference service to law faculty,
students, attorneys, and other Library patrons
during day and evening .
Writes instructional guides for use by Law Library
patrons.
Performs other duties as assigned .
Assists with special

Qualifications:

II

•,

Associate

- Reference

N/A

••
II

To:

Assistant

Supervises:

..

•
.'•
•

DESCRIPTION

06/08/00

legal research projects .

High School diploma or GED and three years
library, customer service or office experience .
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POSITION DESCRIPTION
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TITLE:

Library Associate for Stacks

DEPARTMENT:

Collection Maintenance

PURPOSE AND SCOPE OF POSITION:
Supervises all collection maintenance tasks and exercises considerable
independent judgment and responsibility in the performance of duties.
RESPONSIBLE TO:
Public Services Librarian
SUPERVISES:

Library Assistant I (.5 FTE) in stacks maintenance (processing), student
assistants and work study employees (shelvers and filers)

DUTIES:

Hires, supervises, evaluates and terminates Library Assistant I (.5 FTE) in
stacks maintenance, student assistants and work study employees.
Participates in planning; procedure development and implementation;
policy and decision-making processes; and maintaining departmental
procedural manuals and statistics.
Designs and oversees completion of two yearly shelf-reading projects. The
projects involve providing guidance and direction to student, staff and
professional staff assisting with the projects .
Provides training to stacks maintenance staff in shelving and filing
library materials and provides instruction to new employees about
library classification systems used in the library.
Ensures that the stacks maintenance staff promptly and accurately shelves
and files all library materials including Faculty Library materials;
government document publications and microform publications.
Ensures that the stacks maintenance staff promptly and accurately updates
library materials including replacing outdated pocket parts, replacement
volumes, looseleaf pages or other means of supplementation.
Ensures the appropriate handling of superseded materials in the library,
faculty offices and Faculty Library.
Oversees all other collection maintenance activities including collection
shifts, book repair, and maintaining the new books area and Faculty
Library.
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Serves as a liaison with vendors and repair people in matters of missing
materials and broken regular or compact shelving, respectively.

~

Serves the public by tracking missing materials.
Proctors

final examinations

for Law Faculty.

Performs other duties as assigned.

QUALIFICA nONS:
Bachelor's degree preferred or high school graduate with at least two years
of progressively responsible library experience, including supervisory
expenence.
Ability to exercise considerable
the performance of duties.

independent judgment

and responsibility

Solid knowledge of Library of Congress and Superintendent
classification systems.
Basic knowledge

....

of cataloging

associated with collection

Ability to track and calculate statistical information .
Skill and ability to supervise staff.
Effective written and oral communication

05/26/00

of Documents

rules.

Skill or ability to learn computer applications
maintenance procedures .

skills.
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....
......
......
...-..
....
••
......
••
••
•

....

POSITION DESCRIPTION
TITLE:

Administrative Supervisor II, Circulation

DEPARTMENT:

CirculationlILL

PURPOSE AND SCOPE OF POSITION:
Supervise the daily operation of the Circulation Department and
assist the Public Services and Law Librarian in planning for the
overall operation of the Circulation Department. Manage ILL's .
Exercise discretionary judgment and responsibility in directing the
activities of the CirculationlILL Departments.
RESPONSIBLE TO:

Public Services Librarian

SUPERVISES:

Two FT and one. 75 time library assistant, student assistants and
work study employees(lO student assistants)

DUTIES:

Hires, trains, supervises, evaluates and terminates (if necessary)
Library assistants, student assistants and work study employees,
working in Circulation, with input and guidance from Public
Services Librarian and Law Librarian.
Schedules desk coverage of the Circulation Desk for 110 hours per
week. Provides back-up coverage of Circulation Desk when
Circulation Assistants are unavailable .
Oversees all Law Library ILL borrowing and lending and
maintains required records.
Maintains ILL, circulation and attorney sign-in statistics and
assists Public Services Librarian in creating statistical reports.
Monitors overdue materials and sends out fine notices as required.
Maintains fine records and collects and deposits fines. Places
holds and recalls as necessary.
Assists Public Services Librarian and Law Librarians in
formulating and disseminating Circulation policies.
Maintains and updates Circulation and ILL manuals.
Oversees the processing of reserve materials and organization of
reserve collection as well as the Lost & Found and Hold shelves.

Maintains audio collection and equipment and assists patrons in
their use.

...~I

Proctors final examinations for Law Facuity.

~J

..

Designs and orchestrate monthly displays, exhibits .
Orders supplies, library materials, equipments .

!

"i

Attends various conferences, seminars, workshops
Oversees the cross training of students, faculty, staff.
Performs administrative tasks: scheduling, updating info, etc.
Oversees the VOYAGER automated circulation system and
training library staff and student assistants in its use.
Act as a liason with Pullen Library troubleshooting circulation
concerns, system malfunctions, etc.
Oversees the maintenance of study rooms, stats.
Performs other duties as assigned.
QUALIFICATIONS:

Bachelor's degree and one year supervisory experience, or a high
school diploma or GED and five years administrative experience,
including three years of supervisory experience, or combination of
equivalent training and experience. Supervisory experience
preferred but library experience demonstrating a pattern of
progressive responsibility may substitute. Skill and ability to
supervise staff are essential.
OCLC Interlibrary Loan experience preferred.
Strong computer skills are essential. Skill or ability to leam new
computer applications associated with circulation procedures.
Ability to track and calculate statistical information.
Ability to exercise considerable independent judgment and
responsibility in the performance of duties.
Ability to communicate effectively both orally and in writing is
essential. Must have exceptional organizational skills as well.

Must be able to work some early weekday mornings and some
weekends as scheduling requires.

Rev. June 5, OOkrnh

POSITION DESCRIPTION
TITLE: Library Technical Assistant (1.0 FTE)
DEPARTMENT:

Circulation

PURPOSE AND SCOPE OF POSITION: Responsible for maintaining Reserve and
Electronic Reserve collections. Responsible for providing service to library users
at the Circulation Desk. Oversee Reserve Materials/place on Reserve.
RESPONSIBLE TO: Administrative Supervisor II (Circulation).
SUPERVISES: Student Assistants, upon absence of Circulation Supervisor.
DUTIES:

......
..
~

"Oversee Reserve CollectionIPlace items on Reserve
"Oversee and work with the Public Services and Electronic Services
Librarians on the E-Reserve system
"Communicare with Law Faculty concerning Reserve material
"Maintain Reserve audio/video collection and equipment and assist
patrons with their use
"Check material in and out
"Provide service for the Reserve Collection
• Answer incoming calls; direct calls, or take messages as needed
·Provide location information to patrons and refer other questions to the
Reference Librarians
"Perform Circulation functions as required
• Assist in training other Circulation staff in use of Circulation system &
policies
• Assist in processing overdue notices
"Open/close Law Library if assigned those hours
"Proctor final examinations
"Perform other Circulation tasks as assigned
"Supervises & trains library assistants

QUALIFICATIONS: High school graduate, college preferred; computer experience
required, knowledge ofMS Access, MS Word/Word Perfect, ability to
troubleshoot; some knowledge of basic library procedures, methods, and
techniques; ability to deal with library users in person and over the telephone.
Must be able to work without supervision.

Revised 6-5-00krnh

POSITION DESCRIPTION
TITLE: Library Technical Assistant (1.0 FTE)
DEPARTMENT:

Circulation

PURPOSE AND SCOPE OF POSITION: Responsible for maintaining Reserve and
Electronic Reserve collections. Responsible for providing service to library users
at the Circulation Desk. Oversee the processing of Interlibrary loans.
RESPONSIBLE TO: Administrative Supervisor II (Circulation).
SUPERVISES: Student Assistants, upon absence of Circulation Supervisor.
DUTIES:

"I
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'Oversee Reserve Collection
'Oversee and work with the Public Services and Electronic Services
Librarians on the E-Reserve system
'Communicate with Law Faculty concerning Reserve material
'Maintain Reserve audio/video collection and equipment and assist
patrons with their use
'Check material in and out
'Provide service for the Reserve Collection
• Answer incoming calls; direct calls, or take messages as needed
'Provide location information to patrons and refer other questions to the
Reference Librarians
'Perform Circulation functions as required
• Assist in training other Circulation staff in use of Circulation system &
policies
• Assist in processing overdue notices
'Open/c1ose Law Library if assigned those hours
'Proctor final examinations
'Perform other Circulation tasks as assigned
'Supervises & trains library assistants
'Process Interlibrary loans

QUALIFICATIONS:' High school graduate, college preferred; computer experience
required, knowledge ofMS Access, MS Word/Word Perfect, ability to
troubleshoot; some knowledge of basic library procedures, methods, and
techniques; ability to deal with library users in person and over the telephone .
Must be able to work without supervision .

Revised 6-5-00kmh
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POSITION DESCRIPTION
TITLE: Library Assistant II (3/4 Time)
DEPARTMENT:

Circulation

PURPOSE AND SCOPE OF POSITION: Responsible for maintaining Reserve and
Electronic Reserve collections Responsible for providing service to library users
at the Circulation Desk.
RESPONSffiLE TO: Administrative Supervisor II (Circulation).
SUPERVISES:
DUTIES:

.

t::

......
......

~

""...
...

......
......
......
......

rA

Student Assistants, upon absence of Circulation Supervisor.
"Oversee Reserve Collection
"Oversee and work with the Public Services and Electronic Services
Librarians on the E-Reserve system
"Communicate with Law Faculty concerning Reserve material
"Maintain Reserve audio/video collection and equipment and assist patrons
with their use
"Check material in and out
"Provide service for the Reserve Collection
• Answer incoming calls; direct calls, or take messages as needed
"Provide location information to patrons and refer other questions to the
Reference Librarians
"Perform Circulation functions as required
• Assist in training other Circulation staff in use of Circulation system &
policies
• Assist in processing overdue notices
"Open/clcse Law Library if assigned those hours
"Proctor final examinations
"Perform other Circulation tasks as assigned
• Supervises & trains library assistants
"Copy/obtain materials for Faculty

QUALIFICATIONS: High school graduate, college preferred; computer experience
required, knowledge ofMS Access, MS Word/Word Perfect, ability to
troubleshoot; some knowledge of basic library procedures, methods, and
techniques; ability to deal with library users in person and over the telephone.
Must be able to work without supervision .

6/7/00
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POSITION DESCRIPTION
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TITLE:

Library Technical Assistant
Serials/ Government Documents

WAGE STATUS:

Non-exempt

DEPARTMENT:

Acquisitions/Serials

PURPOSE/SCOPE:

To accomplish functions related to the maintenance and control of
the serials collection, including subscriptions and standing orders .
Maintain library routing list .Process, claim and file depository
government documents. Contact vendors concerning non-receipt
or other problems with serials. Maintains statistics for microfiche
and depository government documents. Exercises some
independent judgment in the performance of routine tasks .

SUPERVISOR

Acquisitions/Serials Librarian

DUTIES:

Check in, receipt and claiming of all serial titles, including journals,
microforms, continuations and standing orders online using
Voyager library automated system. Create, maintain and edit new
and existing online serial records. Process claims list of missing
serials items and resolve subscription problems with vendors as
needed. Maintain and update routing list. Return serial items not
needed by library to vendors. Check in, file, claim and shelve
depository microfiche and some paper government documents.
Keep statistics for microfiche and depository government
document collections.
Report any problems or changes to Government Documents
Librarian. Sort mail. Proctor exams in the College of Law each
semester. Other duties as assigned .

QUALIFICATIONS:

High school graduate or equivalent; strong organizational skills;
accuracy and attention to detail critical; 35 WPM typing. Some
college course work, some library experience, interpretive and
problem solving skills preferred.
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POSITION DESCRIPTION

TITLE:

Library Assistant III
Serials Check-in (20 hours)

WAGE STATUS:

Non-exempt

DEPARTMENT:

Acquisitions/Serials

PURPOSE/SCOPE:

Perform serials check-in functions using the Endeavor Voyager automated
system, making sure that items are checked in correctly, and edit check-in
records when necessary.

SUPER VISOR:

Acquisitions/Serials Librarian

DUTIES:

Check in and receipt of journals, advance sheets, BNA Reporters and CCH
looseleaf pages using Endeavor Voyager library automated system. Edit
check-in records as necessary to ensure correct number of issues and
correct issue and date are reflected in public catalog and acquisitions/serials
subsystem. Sort mail as needed. Other duties as assigned.

QUALIFICATIONS:

High School graduate or equivalent; strong organizational skills; accuracy
and attention to detail critical; 35 WPM typing. Some college course work,
some library experience, interpretive and problem solving skills preferred.
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POSITION DESCRIPTION

TITLE:

Library Associate I
Acquisitions/Bindingl Accounting

WAGE STATUS:

Non-exempt

DEPARTMENT:

Acquisitions/Serials

PURPOSE/SCOPE:

Perform ordering, receiving, claiming and accounting functions
related to library materials acquisition. Responsible for binding
operations and projects. Contact vendors to resolve payment and
delivery problems. Act as principal liaison between GSU Accounts
Payable Dept. And Law Library. Exercise some independent
judgment in the performance of routine tasks.

SUPERVISOR:

Acquisitions/Serials Librarian

DUTIES

Order and receive all library materials online using the library
automated system, Voyager, and the web. Maintain file of all
ordered items. Pay all invoices online and process batches of
invoices to submit to Accounts Payable for payment. Maintain
internal accounting records and invoice files. Resolve acquisitions
claims for material not received. Process material for return to
vendor when necessary. Open and sort mail. Prepare library material
for binding. Process shipments returned from bindery. Keep records
of all binding activity. Identify missing journal issues that need to be
replaced. Distribute daily papers. Proctor exams in the College of
Law each semester. Other duties as assigned.

QUALIFICATIONS:

OS/26/00

High school graduate or equivalent; strong organizational skills;
accuracy and attention to detail critical; 35 WPM typing. Some
college course work, library experience, interpretive and problem
solving skills preferred. One year accountinglbookkeeping
experience.

POSITION

DESCRIPTION

TITLE:

PC System Specialist - Associate

DEPARTMENT:

Law Library Computer Lab and Media Center

PURPOSE AND SCOPE OF POSITION
Responsible for providing service to library users in the Computer Lab and
in the Media Center
RESPONSIBLE

TO: Electronic Services Librarian

DUTIES:

Provides user support for student computer lab. Troubleshoots problems
related to hardware and software use. Installs and upgrades equipment and
software. Trains and advises law students in general system and equipment
use .
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Performs all administrative functions of the Media Center (which include
maintaining supplies, equipment, statistics, records, and procedures
manual)

~

Performs other tasks/projects

~
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Coordinates scheduling and operation for the computer lab. Trains and
supervises student employees assigned to the lab. Recommends policies
and implements procedures for the lab. Writes and updates computer lab
procedures manual.
Upgrades and configures PALS (library computer system) stations .
Maintains up-to-date software and hardware inventory. Monitors software
to insure that only legal and authorized software is used in the lab .
Assists in the installation and development of WWW applications for law
students and library staff.
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Proctors exams in the College of Law each semester.
QUALIFICATIONS:
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as assigned.

OS/26/00

Undergraduate degree in computer science, management information
science, or related field; OR equivalent job training and/or experience.
Demonstrated customer service orientation and computer support
experience is required.
Experience installing and upgrading computer
hardware and software is required. Knowledge of UNIX, HTML,
WordPerfect, FolioViews, Novell, Dos, Windows and local area networks
is highly desirable.
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POSITION DESCRIPTION
TITLE:

PC Systems Specialist - Assistant (.5 FTE)

DEPARTMENT:

Law Library Computer Lab and Media Center

PURPOSE AND SCOPE OF POSITION
Responsible for technical and administrative work providing a variety of
services to assist with effective use of computer hardware and software in
the law library.
RESPONSIBLE TO: Electronic Services Librarian
DUTIES:

Provides user support for student computer lab, librarians, and library staff
Troubleshoots problems related to software and hardware use .
Trains and advises library employees and law students in general system
and equipment use .
Assists with equipment inventory and supplies for equipment.
Installs equipment and software .
Develops and maintains Law Library web pages.

~
~

Manages electronic reserve collection.

~

Writes and updates computer lab help sheets.

~
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Maintains and upgrades CD-ROM stations in the library.
Provides service for patrons in the Media Center.
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Performs related work as required.
QUALIFICATIONS

REVISED 312000

High school graduate; knowledge of principles, uses, and products of
microcomputer systems, including application packages, operating systems,
communication network capabilities, and equipment. Ability to establish
and maintain effective working relationships with others.
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POSITION

TITLE:

Library Associate II

DEPARTMENT:

Cataloging

PURPOSE

DESCRIPTION

AND SCOPE OF POSITION
To catalog English-language library materials using oeLC records
supplied by the Library of Congress and to maintain catalog, shelflist, and
authority records. Exercises discretionary judgment and considerable
responsibility in performance of duties; applies and interprets cataloging
rules and conventions.

RESPONSIBLE

TO: Cataloging Librarian

SUPERVISES:

Not Applicable

DUTIES

Catalogs new library materials in all formats by searching, editing, and
inputting bibliographic records on OCLC according to the Anglo-American
cataloging Rules; creating periodical call numbers and veri tying subject
headings;
Adds holdings information for added volumes and copies for the existing
titles in the library collection;
Links bibliographic records for new materials with item records in Voyager
system; creating and maintaining item records; withdrawing superseded
volumes;
Maintains name and series authority records;
Creates periodical call numbers;
Verifies subject headings;
Participates in discussions of procedures requiring the cooperation
or more units within the Technical Services area;
Keeps appropriate
Proctors

statistics;

Final Exams for Law Faculty;

Supervises library interns in catalog department;
Performs other duties as assigned .
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QUALIFICATIONS:

Revised 5/06/99

Bachelors degree. Five years experience in a library with evidence of
progressive responsibility. Superior attention to detail, interpretive and
problem solving skills; ability to exercise independent judgment within
areas of responsibility using library methods and principles. Good oral and
written communications skills. Significant cataloging experience, including
knowledge of AACR2r, LC classification and subject headings, and MARC
format. Knowledge of OCLC commands and practice.
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